PERforM: Completing the Appraisal Process

Completing the Appraisal Process

After the Reviewer has approved or disapproved the appraisal, the Rater can confirm the

review has occurred by clicking the “Update Incomplete Appraisals” link on the Rater's Home
Page.

Wednasday, April 25, 2007 12:29:15 PM Welzome - DONN & PETERION (CDEPerform_CDH) your rolers): Bater
My Employees Reports Online Help Log Out
Home Page
Raters
My Employes List Ferformance Appraisals
o View My Current Emplovees » Create Mew Appraisal
» Update Incomplaf Appraisals /
Parformante Objectives COrwerturn Completed &vwraiaal

allowss you bo access existing appraisals within the current
View Current Cormy e e

.
o View All Complete and Exempt Apprazals
o View All Incomplete Appraisals

+ Search Appraisals

e Develop/Update Performance Objectives
« View All Obiectives Fending Emplovee
Review

Selecting this link will bring up a list of appraisals the Rater has started on the Select
Performance Appraisal screen. The Appraisal Status will indicate whether an appraisal has
been changed to Approved or Disapproved. From this screen, Raters can also see if a
“sticky note” from the Reviewer has been attached to an appraisal. The “NEW” indicator
tells the Rater that a new (unread) “sticky note” has been received from the Reviewer for the
appraisal. The “paperclip” icon column next to the Edit column indicates the appraisal has an
attachment. The Rater can click “Edit” on the appraisal he or she wants to open.
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Weadnesday, April 25, 2007 12:31:18 PM Welcome - DONNA PETERSON (CDS\Petform_CDE) your tole(s): Rater

Reports Online Help Log Out

Homme Page > Select Performance Appraisal

Select Appraisal

The following are existing appraisals within the current appraisal period.
(4) appraisals

Appraisal Date
S -

AGGELER COMPUTER INFO TECH  ITSD-SYSTEMS & PETERSON,
Edi ~ NEW . ROLYN A SPECTI PROGRAMMING DONNA Sl gpenedd ALY
BERHORST, COMPUTER. INFO ITSD-STSTEMS & PETERSON,
et [ JOEN F, TECHNOLOGIST I PROGEAMMING DONNA R LS
COMPUTER. INFO ITSD-STSTEMS & PETERSON,
Edit NEW FIFE , BRENDA K TECHNOLOGIST I PROGEAMNING DONNA Annual Disapproved  04/1%/2007
; COMPUTER INFO TECH  ITSD-SYSTEMS & PETERSON,
Edit REINSTEIN, BERT 5" e sy Anmual Tn Progress  04/20/2007
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The Edit Performance Appraisal screen for the selected appraisal will open.

Slate Empicyes Online Per

PERZN

Productivity, Excellence and Results for Misst

Wadnasday, April 25,2007 12:33.34 PM Welcome - DONNA PETERSON (CDS\Perform_CDE) your role(s): Rater

Reports Online Help

Home Page > Back To Appraisals
Edit Performance Appraisal

Employee Details

Emplayee Name AGGELER , CAROLYN A. Job Title COMPUTEER. INFO TECH SFEC IT

Supervisar WName PETERSON , DONINA CIVS Description TICE MERIT 3YSTEM CLASSTFIED

Agency OFFICE ADNMINISTRATION-OPER Percentage Fulltime 10

Orgamzation ITSD-5YSTEMS & PROGRANMNING Manths af Service 151.0

Performance Appraisal Details How to Evaluate and Rate Employee Performance Objectives
Appraisal Twe  Special Bating Period - Ovarail Score 6.6

Appraizal Status Approved Appraisal Date  4/25/2007 12:28:22 PM Overail Rating  Successtil

1. Knowledge of Work @] 2 9: 04 858507 9: 85 @10

FPerformance Objectives

Clomments: [}\

. Quality of Work

iPexformance Chjectives.
CONDENSED SCREEN PRINT

OverallC omments: Not all Performance Components are shown

Appraisal Status Approved Chverall Score 6.6 Overall Rafing  Successful
®
Calculate Only| |Save | [Submit| |Exernpt & Submit | |[Complete Appraisal|| | Cverturn Appraisal Altachments] Wiew Sticky Nmes} [Prim Preview B kit ;
‘—ks ack to top

Dietail explanation about button functionality Click this buttan ta wiew notes provided by the Reviewer

regarding the appraisal.

From the Edit Performance Appraisal screen, the rater will be able to view “sticky notes,”
view/add attachments, print the appraisal, and complete the appraisal process. Each of
these items can be completed by clicking the corresponding button at the bottom of the
screen.
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Viewing “ Sticky Notes”

The “View Sticky Notes” button brings up the note the Reviewer sent. The Rater can either
delete the note by clicking the delete icon or keep the note by closing the pop up.

I | http:Hfperformuat.oa.state.mo.us - Notes Inbox - Microsoft Internet Explorer |ZH:,E|
The Missouri State Employee Online Performance Appraisal System
, I |
‘ M
T _E,_ |oc
Productivity, Excellence and Results for Missouri
3912
Sticky Notes Inbox (1) :
[ ) 3456
Sticky notes are not permanent. They remamn until they are deleted or until the appraisal 15
complete or exempt
From : STEPHANIE BROOKS )&
Dt - 4252007 12:28:27 PM
Delete sticky nok
Nate » 1 agree with this appraisal ISR
il
< I3 ] Baclk
E @Dune # Internet

Printing the Appraisal

The Rater can click the “Print Preview” button to print a paper copy of the appraisal.

Viewing Attachments

2 http:/iperformtest.oa.state.mo.us - Attachments - Microsoft Internet Explorer \Z”:,E\

The Missouri State Employes Onling Performance Appralsal Syste

PHBoN

Productivity, Excellence and Results for Missouri

Add Attachments How to Add Attachments

[#ame K ATNE, KASEY Date 04232007 Thpe  Anmal |

Click ‘Brawse'ta select a file then click Upload File' to attach the selected file.
Mazximum aiiachment size : [000KB - Maximum atiachmenis allowed for each appraisal 2500KB

H Browse ] lUp\nad Filel
File attached 7% of 2500KE Used
1. PERforMPlanningDocument %
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Indicating the Appraisal has been Reviewed with the Employee

To indicate that the employee has received the appraisal and that the appraisal has been
signed by the Rater, Reviewer and employee, the Rater will click the “Complete Appraisal”
button near the bottom of the screen. A confirmation message will be displayed as a
reminder that this should occur before the appraisal is marked as complete in the system.

Complete Appraisal [Attachmems] [View Sticky Motes ] [ Print Preview ]
Detail explanation about button fanetion it ik thi; button ko indicate the ratings have bgen )
Lelat siplanalion shoul bullon lanehonaly communicated to the emploves and the appraisal process is
complete

Microsoft Internet Explorer

P Clicking the Complete Appraisal bukton indicates wou have reviewed the Annual Appraisal with your emplovee and
e have abtained all the necessary signatures on the Annual Appraisal document, IF vou have nok done this ek, dick
Cancel. By clicking OK, vwou are indicating the rewview and signature process has been completed.

| ok D\\J[ Cancel |

The appraisal cannot be changed after it has been approved by the Reviewer unless it is
completed and then later overturned.
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